COVERED Book of Business Export Job Aid
Individual Agent Within an Agency

Overview

As of Monday, April 30, 2018 Agents are able to access and export their own individual Agent Book of
Business from their Agent portal. The Book of Business reflects consumer data from the week prior on Friday
at 9 p.m. Any changes made after 9 p.m. on Friday will not be reflected until the following Friday between 9
p.m. and midnight.

The Book of Business is provided as an Excel document, which allows you the flexibility to sort, manipulate
and maintain consumer data. The Book of Business contains Covered California, Mixed Household, and
Medi-Cal consumers.

Please Note: Using the filters on the Active Consumer list will not populate the results of the exported Book
of Business.

Personally Identifiable Information (PII)

Pl is found within the Book of Business export and must remain secure and confidential in accordance with
Covered California’s Security and Privacy policies as outlined in the Agent Agreement, including all
applicable laws and regulations. It is the Agent’s responsibility to ensure that they handle this information in
the appropriate manner. Remember that emails with consumer Pl must be encrypted or secured.

The Book of Business is provided as an Excel document, which allows you the flexibility to sort, manipulate
and maintain client data. The Book of Business contains Covered California, Mixed Household and Medi-Cal
members.

This Job Aid is designed to walk you through the steps to obtain your Agent Book of Business file.

-See Step-by-Step Instructions Below-
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https://apply.coveredca.com/apspahbx/login.portal?_nfpb=true&_st=&_windowLabel=loginPage&_urlType=action&wlploginPage_javax.portlet.action=newLogin&resource_url=https%3A%2F%2Fapply.coveredca.com%2Fapspahbx%2Fahbx.portal
https://www.coveredca.com/agents/pdfs/CoveredCA_Non-Monetary_Agreement.pdf

COVERED Book of Business Export Job Aid
CALIFORNLA Agency Managers

Agent Export Process:
1. Loginto your CalHEERS Agent Portal and land on the Agent Dashboard.

2. To download your individual Book of Business, select “Delegations” from the header and then click
“Active Consumers.”

3. From the “Active Consumers” page, select the “Export Book of Business.”
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4. The Book of Business will export in an excel file with the consumer data. You are now able to view
and sort enrollment data, consumer data, Med-Cal information, etc. for your consumers.

0 H S (7] A X
] HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW
s % Cut o ol=s= =, | = Tim Bx =2 | 3 AdtoSum - A,
Calibri i C A s | == % | S wWaepTe General - k # | Normal Bad Good Neutral Calculation G- v ik
Paste By = & d | Fe Dt it Input Linked C Not = lEElrt [EE\'zt Flilt - SZrt&Fd&
aste E.a-a-l===|es e g g4 | Conditional Format os| IO Explanatory .. nked Ce ote | | Insert Delete Formal ort & Fin
" Sromatpaner B L U D [ DA S == 55 EMegesiCenter - § - % 0 |93 Formatting+ Tabler ! 4 P _— = . 07 2 Clearr Filter~ Select~
Clipboard 5 Font 5 Alignment n Number 5 Styles Cels Editing ~
w10 A ﬁ v
A B c D E F G H 1 1 K L M N o P Q R s T u v w X ¥ z AA 4B AC <
1 [File Creat Tue Feb 06 09:29:38 PST 2018
2 |First Nam: Middle Nz Last Name Customer Residence Residence Address - Address - Address - Customer Customer Customer AHBX Cast AHBX App Applicatic Case Statt Enrollmer Plan Type Medi-Cal | Carrier NaPlan Leve| Plan Nam:Plan Effec Terminati Income us Number a Old APTC Old Gross Renewal 4 Fe
3 [Test  nul 1 s 1601 Expenull Sacramen CA 95815 null null N SEH09 1E+09 SUBMITTEACTIVE  null null INELIGIBLE null null null null null 25000 0null null null Y
4[Test  nul 2 1/1/1976 123 Main {null Sacramen CA 95829 null 9166409 N SEH09  1E+09 INPROGR ACTIVE PENDING Medical INELIGIBLEKaiser  Bronze Bronze 60 2/1/2018 skt 24000 0null null null Y
5 [Test  null 3 w1601 Expenull sacramen CA 95815 null null N SEH09  1E+09 INPROGR ACTIVE PENDING Medical INELIGIBLEKaiser  Platinum Platinum' 2/1/2018 sessses 94000 0 null null null ¥
6 [Test  nul 4 msesns 1601 Expenull sacramen CA 95815 null null N SEH09 16409 INPROGRACTIVE PENDING Dental  INELIGIBLEDeltaDenHigh  FamilyDe 2/1/2018 seseses 94000 0 null null null ¥
7 [test  nun 5 mrsmeses 1601 Expenull sacramen CA 95815 null = N SEH09  1E+09 INPROGR ACTIVE PENDING Medical INELIGIBLEKaiser  Bronze  Bronze 60 2/1/2018 messsest 94000 0 null null null ¥
8 [test  nun 6 memwrmns 1601 Expenull sacramen CA 95815 null null N SE+09 16409 INPROGR ACTIVE PENDING Dental  INELIGIBLEDeltaDenHigh  FamilyDe 2/1/2018 sesseses 94000 0 null null null \

Understanding the Book of Business Report

The Book of Business Description Chart provides a description of the fields found within the Book of

Business.
Please note: If the information is not applicable or not provided, the data under each column will be blank.
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